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. ST§TE OFFICE OF SECRETARY OF STATE

. oF Application for DEPARTMINT OF AKCHIVES & AISTOAY PAGE
GEORGIA RECORDS DISPOSITION STANDARD RICORDS WANAGINENT DIVISION J

1 Appliceticn Date
- .

p— e

——— = - == ! .
IRSTRUCTIONS: See separate {nstructions for completiprn of ff FOR RECORDS MANAGEMERT DIVISION USE

2/20/73

front and reverss of this form, Sign eriginal dnd tuo copies Date Recelived Application Mo, Date Completed

i

2 Agency Appliention No.
. ’

and foruard to D;partnc;ié af Arahivie and N_.It'or:;, Attantion:

Records Mandgement Officer.

p—.

3, AGERCT, Division, Subdivision & Administering 0ffice Address
.

Atlanta, Georgia 30334 : . ' “_Working Title | fel. o
' l Fiscal Officer I 656-3200
7T.ACTION REQUESTED B - - ' -
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;

MR
Inclusive Dates 9 EXACT SERIES TITLE
. .

FY 65 to date See Attached List ' °

MR 19 1973 73 /57 f WR 22 1]

Person to Contact
.

'/"

State Scholarship Commission

Ralph D. Roberts
270 Washington Street, S.W., Room 703C

Records Management Officer

RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

e — .

+,

£ =

E.o What function performed resulted in crestion of this series
-

institutions to citizens of Georgia, (3) timely dessimination of information regarding

The Scholarship Commission is responsible for administering a comprehensive Statewide
Student Assistance Program designed to provide (1) financial access to post-secondary
education to increased numbers of Georgia citizens, (2) a wider choice of educational

such programs to students in secondary and post educational institutions and to the
adult population at large, (4) direct assistance to students in obtaining financial
aid available through such programs, (5) assistance in recruitment of students into
fields of study where a critical shortage of trained personnel exists, (6) efficient
management of student aid funds and coordination of student aid programs, and (7)
servicing requirements associated with guaranteed and direct State student loans on
a post-graduate basis from five %o ten years.,

11 DRSCRIPTION DF SERIES - Include Porm No. & Pors Title, If sny
.

See attached list

o

: 2 . EQUIPHENT OCCUFPIED Wo. of Dravery Cu. Ft. of Records ' : kR [ . . e Wo. of Drewerse Cu. Ft. or Records
i - C- . ‘ ABNUAL RATE OF ACCUMULATION
= Letter-sise Filse Dravers ’ :
Lo A Lo :
: In Office(s) In Storage Area(s)
Legsl-size File Drawers Ficotr Bpace Dccup{ld_(gg\znr! ft't) . -
| 1 8 AR ‘
Cardboard Boxes By Annual Accumulation Rt "’;;;;‘L%: A errlor
L Las" x 12" x 10" ) 30 ,, _
g Storage Shelves . AVERAQE DAILY REFERENCES ) T
i:. - . R - . N : r
P LS ox 18" x 36" ' : 40 2 1 Y 0
Pora: AR-50-T1 C
]



LR LTy

e €0 i

T

13.
1k,
5.
16.
17.
18.
19.
20.
21.

22.

* ¥

-
. i PAGE

QUESTIONNAIRE Place ar "x" in thc propor folnna If anawer is "YES,” plnn wxplain _ =
Is this the Record Copy of the §eries?
Is there a duplication of this series in another offlce or agency?

Is the information contained‘in'jhis series ever summgrized or published?

Does the series‘conthin classified information requiring security handling?

Does the series document poliqies and procedures of agency's operation or function? []

Could the function be perfqrmed if the riles were 1ost or destroyed?

Is the series (or major portlon of it) regularly microfilmed? If yes, why? o

Does the record series provide data as input to an EDP flle?
Does the record series contain documentation produced as EDP printout?

Is the series affecteq by Federal or grant fUnds7

23. Will there be a need ror these records 10 15 years from now? If yes, what?
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25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
- ythen:

- -

) o T ' See attached
REQUIREMENTS. The fbllcwing requires the files to be kept  1ist years !

LAW - LIMITATION ~ PERIOD ~ LAW - 'DECISION -

a.[]STATE b.[]STATUTE OF c.[]AUDIT d.[ JFEDERAL, e.[]ADMINISTRATIVE f.[]HISTORICAL
" VALUE
(Cite Law, Statute, or other reason for the seteation requirement) |

of each -[]JCALENDAR YEAR ~[]FISCAL YEAR -[KJOTHER
. SEE ATTACHED LIST'
A.[IDestroy immediately after cut off.
"B.[]Hold in current files area month(s)/ - year(s), then:
- 1 {]pestroy.
2 [lTransfer to records center; hold year(s), then:
& []Destroy.
b [}Transfer historical material to Archives;
' destroy remainder.
3 [)Destroy after auydit (or year(s) after sudit).
C.[JHold in current files area ipdefinitely.

D.[]Hold in current files area year(s), then transfer to Archives permanently.

E.[]other

(Iﬁ&icate briefly rationale for recommendations above/or write additional remarks):

26 !nventory t:ken by
-Dgnalde

: p—— I‘ fl‘lnc
Recommendations [“’_ﬁpproved []Disapproved ; z/:

TTA H SAMPLES OF THE SERIES WHEN POSSIBLE)

(A

rodations pre vy K A,prornd for D:lvi-lan Date i fRecords llqnueueut. Orflcor

Date

ua)’”r' S xxx&xx wxkHoepx Dept. of Auditghe
in Paragraph 25 - [Approved - []Disapproved \ DN, A g;, H-17.
g " . Becretary of Btate/Desig ke
3~/ 777}
Pate . i
22}

: _ d L]Qisapproved Q Koo’
1 T i o I ,’_?... T s fLaW
} | Approved []Disapproved,




’ e -q- Georgia Stydent Fi Mﬁ.ﬂ_ﬁlﬂ.ﬂdﬂ&ﬂ;ﬂﬂﬁj&%
5/ Serias T °

v eitle: St d Loan De Acco Or . .

- Inelustve : Jubte Jeat annual

- _dates: tc date gectelation: 6 cu ft

 Agency's Upon Tepayment in full or when classified as Uncolléctable, ‘place 21l Tecords in

‘ regcnrunxﬂai the Inactive Files, Cut off inactive file at end of ezch fiscal year; hcld in
Fetention: inactive file ares until State Audit is completed, then transfer to SRC, hold 5 vrsi

Nama of e , Destroy
,J,/Z f rrte: 3-3/-83

grpratiser:
ndicates the seécies may have atchtval value. For each

Apprazoal ercekltst. A yes answer

| yes answer state (a) Lla what way and (b) to what extent the aaswer is yes.
i Yeg No
|

Evidential valuas:

[ 1 [1] 1. Does the series authorize the conduct of the agency or one of its major programs?
[ 1 [}] 2. Does the series prescribe the policies, regulatlions or procedures followed by the
agency or one of ics major programs?
| {1 [{] 3. Does the series reflect the degree of achievement of the goals of the agency or
| one of ics major prograns?
| { ] []] 4. Does the series reflect the decision-making process that sets the direction of
| the agency or one of its major programs?
! [ ] (|l 5. Does the séries document the activities of an inpor:ant agency official’
| [ 1 ([]|] 6. Does the saries document a significant agency event acr project?
Informaticral values:
{ 1E]] 7. Does the series give significant information about social, economic, political or

other torces affecting a significant segment of the cicizens?

[ 10[1] 8. ©Does tre sartes document the nature and extent of a problem area faced by the

cltizens or show staps taken to arrive at solutions?

[ 1 []] 9. Doecs the serias throw stgnificant light on a trend or movement in the State?

[ 11 ]10. Poes the series zive sL;nLEicanc information about citizens who have had an im-

pact on the Statg's history?

£ ] [jI1l. Does the sarles document a siynifitcant evenc?

()11 ]12. Does the sarles coatain che type information sought by Archilves patrons?
General quescicorng: incuer only if ther2 L3 a yes ancver love.

{11 113. Is this serles the best avallable scurce for thls Lnforma:ion?

{ 1 { Jl4. Is the iaformation contemporary and authoritacive?

Appraiser's ccrrment wnd raccrrmandasion, (,., roverse stde If rnogld2d.)

AR 74-1 (Rev., 6-76)
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March Y, 1973

TOM

! -
R S

The BaceutTve Blrector Ts o vdaponsihile T providing direction and leadership

Y

for the total operattons of the Selwebavship Gosmlaaton Dlvinlon, the Grarpia

fHeher Fdoacatton Asststaned Corporat i--n Diviaton, and the Georgla Nigher
Iducul[pn Acaistaee Mthortty blvicton (which are nssigned to the Comminnion

ageney as a whete,

)Z /j/l NECUTIVE DIRLCTOR'S SUBIECT FILES (1965 -
te date) - The series contabn: materiala
73‘/57“1 1 \linp te all arveas of operatlons,
sponadbitity, and tnterest of the
l\vtut{wc DMrectar fn comnection with
the three apency subh=dtvistona (850,
GIIEAC, GUTAA).  The File at present con=
taktons, but (s not Jlwlted to, memos,
correspond: nee, and supporting papevs to
and from the Dlrector and agency ol lobaly
with cutside parties such o educat lonal
fnsttrutlor oy tending {nctitatlons, stadenty,
natlonat ad reglonsl orpamifzations for
adnintstering student ald, and other state
ofl{cials; tnternal memoranda, corrcspendence,
nd dlrnctl\v‘: planning and working papera
concrrnlng profecta, polici® and procedures,
proposed and pending legtslatton, budpet ing,
etc. ;- federal contracts and related materfals
and cortespondence. The scrles ls arranged
by departmental division and/or subject.

™

for admintsteative purposea), tormalat iy pull« fra and proceduren, and pguiding
the adminfstrative ctaft ty the dieve Fopmient pf '-HIM and objectlves of the

Bisponition

Cut off at the end of each fiscal
year; hold in the current files
arca 2 yeara} retire to State
Archives,

APPROVED: 03/22/73.



CRecotds Ketent fon Sobheda e

March 1, 1979
. s PN E o) s L toN
i Bt Ilnh_‘p‘.il-:hlp Cowml Vo Divlalon

LRI

The Schotwrshily Commbazion Mvlaton s vesponsdbfe Tor adminlstering ptepvams
relating te the recraltennt ol stadente bnto {210y of pitwdy where n eritical
shortape of traloed pevaonnet gxlat ) tn providing Financlal aselslance to
students entering the parased foaly educat Tonal Aud othes ftofenslonal Fields
as defined and approved by the Vommtecbonys and to providing financiol anpin-
tance to chibldien of Yw entoreemont offleern, 1lromen, and prison gunrds who

are permanent Iy disabled or ki Hed In the Line of duty,

Appl.
No,

1353
73-/58

----------

DIVISTON SERALCT FILES - Documenty
retating to the taws, vales,
resualat tons, pollcies, procodures,
quetas, Tlelds of <tudy, all
other guch mateefals necdod e
properly admintster the state
gcholavehly proprams, hie luded
are correspendence, memoranda,
fores parphlets, manuels, bro-
choren and lepal documentd nec-
escary to administer Lthe propgram,
File Is arranged alphabetfcatty
by subject matter,

and

SCHOLARSHIP APPLIGATION CASE FiLES
Do tments velating to applicat{ons
for scholarships, Included are
Scholarvshilp Commission form |
(Applteatlon to Georgla State
Schelarship Commission) requesting
grant of a =chotarship, detalls of
per:onal and famfly informatlon
and cvidence of acceptance of
applicatn by an educatlonal insti-
tut lon; and supporting papcrs.

The [tle ls arranged alphabetically
by applicant.

APPROVED SCHOLARSHIP CASE FILES =
Docoments relating to approval of
scholarahips.  Included are
Scholarship Commission Forwm 1
(Apptication to Georgla State
Schalarship Commlssafon) requesting
prant of a acholarship, detajls of
perional and famlly Informatfon,
evidence of atteadance at an
inastitntion and academlce progress
reportas. The file {s arranged
alphabetically by student,

Bisposition

Cut off files at end of each
fiscal year; then hold in current
files area 2 yearn; then transfer
to Records Centcr; hold 3 yeats,
then destroy.

APPROVED: 03/22/73.

tipon the approval, denial or
voldance (by individual of his
application), transfer all papers
to either the approved scholarship
(iles or denial & voided scholar-
ship files as appropriate.

APPROVED: 03/22/73.

Upon termination of subsidized
schooling, whether by completion
or withdrawal, place all papers
in either the "Scholarship Repay-
ment In Service"” files or the
"Scholarship Repayment In Cash"
files,

APPROVED:; 03/22/73.

LY
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Appl,
Nov.

2240 ]
73-16/

-

13-/

73-162

Rttt Lo Schedole ‘

March 1, 1973

SEALEL SUMOT AT cotest o iaN
State Seholatahify Commbanfon Nlvinton

I%wqwjpljpu

DENTED & VOTDED SCHOLARSIE P HLES -
Dovament s relatdne o sohel o didp
applicatton: whiol were ol ey
volded by the applicant gy were
denled by the State Scholagrship
Commlaaton,  loctuwled ayve forms
providing the Llent by, resbdence
and statement of financtal
goutces o applfeant y statement
of propoccd program of study
evidence of doceoptance for ad
mizsion to an accredited cdua-
Ttional [nstitutlon, and ecvidence
of reason fot denial or voldance
of npplicntlon,f The Tlle in
arranped alphabetically by
applicant,

SCHOEARSHTIP APPLICATION SIHRIARY
SIHLT FILES = Documents relating

to approval or dental by mewmbers

of the Commisston of appllcat tony
for scholarships. Includes only

a form providing In summary, the
{dent f1y, residence, hipgh schoot
record, {nstitution where accepted,
Fleld of stwdy, TInancial resources
of student, and .chonl year budypoet
computatjon, The flle 1s divided
into approved and denled subdections,
Approved Application Summary Sheet
file 1< arranged chronologically,
thercunder by batch number. Denled
Application Summary Sheet flles are
arranpged alphabetically by applicant
and placed in student's case folder
under Denied & Volded Scholarship
filea, '

Diaponition

Cut off filea nt end of ench
fincal year; then tracafer to
Hecorda Centery hold 3 years)
then destroy. '

APPROVED: 03/22/73.

Cut off files at end of each
fincal year; then Approved
Scholarghip Summary Shects -
hold In current files area 1
year; then transf{er to Records
Center; hold 3 yearaj then
destroy.

Denfed Application Summary
Sheets ~ Cut off files at end
of each fi{scal year; then trans-
fer to Records Center} hold 3
years,; then destroy.

_APPROVED: 03/22/73.



“Recotds Ketenton Schedule

.r

w T SCHOLARSHIE REPAYMENT 1IN SURvicE
! ' 7:1) /U FINELS = Popvmenta vobat ing to vp-

povsent ol wehobaralidpa {n sevefepn
73 /63 remlered by reckpfents yho hayve
- clther completed schooling ov are
tn A deferved pavment atatus by
rerion of (a) In school Lut
current ly recelving an pward, (b)
in the military scvvice, {c) on
maternlty leave of abaeuee, (d)
out of state with spouse fn the
military scrvice, and (e) tem-
porarily out of school for perusonal
reasons. lIncluded are forms pro-
viding {dent{ty; residence, aca-
demic record, quarterly evidence
of ciplovment at an approved site
An his fleld, and (If in deferred
status} evidence of approved
- gitvatlon alleowing deferement, _
‘*  The file Is arranged alphabetically
by scholarship recipient.

. /b SCHOLARSHIP REPAYMENT IN CASH FILES -
. 75" Documents relating to repayment of
! scholarships by reciplents In cash
73"/67 tather then by service. Included
are {orms providing ldentlty,
resi{dence, academice record amd
. other supporting documents. . The
r file 13 arranpged alphabetically
‘ h by scholarship reciplent.

7} ,/é’./m;:mm SCHOLARSHIP FILES -
bociments relating to persons who
have completed repayment of 4
: schotarahlps either by gervice or
7&3“/éﬁ;in cashe  Ineluded nrz forma pro-
viding identity, residence, academlc
record, fleld of study, inatftution
where degree was ohtalned, evidence
of repayment by setvices rendeted
or in cash, and other supporting
documents., The file is arranged
alphabetically by individual.

March 1, 1973

e L SEACE SCHOLARSHEE i on
< . State Sehwlarahily Comntanton M siafon
Appt. ;
- Neo Beeserlpt fon Dinponition

Upou conpletion of repnyment of
rcholatahiip by the reeiplent,
place all papers In the "Repaid
Scholarnhip' filea. lNote:
Records of recipientn In deferced
status who do not or cannot pay
by nervices rendered are placed
In "Repayment in Cash" files, ot
“Granted Scholarship Case" files,
on expiration of deferrment.

APPROVED: 03/22/73.

Upon completion of repayment of
scholarship by the recipient,
place all papers in the 'Repaid
Scholarship" files.

APPROVED: 03/22/73.

Cut off files at end of each
flacal year; then tranafer to

"Recotds Center} hold 3 years,

then destroy.
APPROVED: 03/22/73.



- - Records Ketent bon Sehwdole

73 ~let

1T

AN RPN N ITRE AT R | BN AR S S
e Ty B laton

Stade Seho b bty

_v7},/L(> COMPUTER TNEET DOCYNENT B0 -

e,

Pocuments velating to fnlormatlon

ot fnte vempit ey storage e
on scholavship acconnta,
are the Torms wsed to trimsmit the

Ineln

necessary fnformatfon lote the
computer files, Flie
by tyvpe of Input document, theve-

uder by hatch number,

.
I

nrrang,

SCHOLARSHIT ACCOUNTING REPORTS
FILES « boesments related Lo the

recording of Individual trans-
actiony to atudents scholarship
Taclwled are the Toltow-

73._/é 7 accowrt s,

73/t

73 /48

% W

¢|1'('

ed

ing:  Transaction Fdit and Batance
listing, Posting Journals, Trial

- Balance (COM) and fllstorical
Transactions Reports (COM).  Fi
is arranged by type of report, there-

under by date of repott.

A

lc

SCHOLARSIIIP INFORMATIONAL REPORTS
FILE - Documents rctated to the
sumnarizing of varfous types of

Reporty, ete.

shlp student accounts.

statistical data regarding scholar-

Included
are the Student Alphabetic listing,
Approval Reporta, Return Contratt
Reports, Collections and Past Due

File 1is arranged

by type of report, theteunder by
date of report.

Mnrch 1, 1973

TN

-

t

Disponition

Cut off filcs at end of E{scal
year; then hold in current files
arcda 1 year; then deatvoy.

APPROVED: 03/22/73.

Paper Copy - Cut off files at end
of flscal year; then hold in
current files area 1 year; then
tranafer to Records Center} hold
2 years; then destroy.

Microfiche Copy fl - Master White
Copy - Cut off filea at end of
fiscal year; then hold in current
files area 1 year; then transfer
to Records Center; hold 2 years;
then destroy.

Microfiche Copy 2 - Cut off files
at end of fiscal year; then hold
in current files area 6 months:
then destroy.

Microfiche Copy #3 - Cut off files
at end of fiscal year} then hold
in current files arca 6 months}
then destroy.

APPROVED: 03/22/73.

Destroy when updated or no longer

needed for reference,

APPROVED: 03/22/73.
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March 1, 197)

STATE SCHOPARSHIT CoMMIELSTON
Coorpta Hipher Edueatlon Acddatanee Aothority Divislon

The teorpla Hipher Nducat Ton Assistanee Anthor tiy Division s responaible for
- admintateving the Pirect Stadent oo pf‘u;:n.un tn whitch student Joans are ad-

vanced and seveleed diveetly by the Authority, nwl the Private College Tultion

Grant propram In wvhilch stodents attemding priviate-colleges are awarrded tultion

prants.

{\ppl .

73169

135/70

 reaid

. Zorfes

13417/
7317/

Cm— e

Deseriptfon
DIVISTON SIMUECTE FILES -
Document s relating to laws, rules,
regulattons, pollcies, provedures,
stattstical data, ecte.  Included
are correspondence, memoranda, forms,
pamphlets, brochures, manuals and
lepal decuments necednary Lo
adainlster the propram,  File is
arvanped alphabetically by subject
maLtber, :

DIRECT STUDENT LOAN FELES -
Documents related to the request,
approvil, disbursement, servicing
and repayment of stuwdent loans
made directly by the Georgla Higher
Educatlon Assistance Authority.
Included arc loan appltcations,
Promissory Notes, Disclosure of

Fi{nance Charges formd, correspondence,

Not lce of Loan Guarantee, Stntus
Verification Cards, Questionnalres,
Amortization Schedules and Iidstall-
ment Notes., File Is arranged
alphabetically by student.

TULTION GRANT PARTICIPATION AGREEMENT
FILI'S = Documents trelating to the
agrocments with private colleges to
participate 1n the Tuition Grang
program, Included are GIEAA-3,
Participation Apreements with indi-
vidual schools who wish to take part
in the propram and GHEAA-4, Designa-
tion of Authorized School Officials
who nay approve and certlify eligible
students. Files are arranged alpha-
betically by schools

Dipposition

Cut off files at end of cach
flascal year; then hold in current
filca arca 2 years; then tranafer
to Records Center, hold 3 years,
then destroy.

APPROVED: 03/22/73.

Upon repayment of loan, place all
papers in the inactive files, then
cut off inactive files at the end
of each fiscal year; then hold in
current files area until atate
audit is completed; then transfer
to Records Center, hold 3 years,
then destroy.

APPROVED: 03/22/73.

Upon termination of program,
place all papers in the inactive
files; then cut off inactive flles

- at the end of fiscal year; then

retire to State Archives.
APPROVED: 03/22/73.
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Appl.

i No,

95/ 72

RetentTon Schetfale

March 1, 197)

STATE SCHRLARSHTE oty S T0N
Coempla Wipher Edueatbon Acnlplance Aathority Dlvlsfon

Dererlption

CERTIFLCAFTON OF STODENTS ELIGERLE
0 RECEIVE A CLORGTA T TTON GRANY
PEE s = Bocuments relat fap bt the

- cort bt teatton and pavment of taltton
73-172. e

prants to elipthle stadents In o the
GCootrpta Toltlon Grant propram,
Tueluded Ts GHEAN=2, Corvtiiteation
of Students Ellgible to Reecive A
Geargla Pultlon Grant,  Vile is
arranped alphabetically by school
and thercunder chronolopleatly by
quarter or scmester payment.

Dinpanition

“cut off fllen at end of fincal

yrear} then hold fn current files
area 1 year; then trannfer to
Records Center, hold 3 yearsy

~ then destroy.

APPROVED: 03/22/73.



-

' f{("‘; it |.!fi

Retont bon S5y IS ITLIE

SUAFD RCHOE MY carep.,

March 1, 1973

N

Ceorpta Mgher Bdocat ton Acslatapee Carporation Divinton

The Coorgba Hlphey Bdueat Ton Asafstmee Covporatbon Divinton ia responstble

ter adnlnbsteving the pasrant eed s Uadent

toan progvam {n Georgla,

The

Corpervatton 1o authorized and reulied by Jaw teo act av dieat for nll partf-
clprting Yeading Tostitat tens tor (he purpode of aatdnfytng all federal and

state laws, Fules and vepnlations,

atudent

Appl,
No.

73473

73-173

[ —

13174
73) 7y

7575

73175

Toanag made wnder the program,
prog

heseript o

DIVISTON SURIECT FILES - Documents
relatlng te the laws, rules, repula-
tiens, policles, procedures, statis-
tical data, other stale student loan
program:, ctc. Included are (orms
pamphlets, correspondence, memoranda,
brochures, manuals and legal documents
necesaary to admintster the program,
File is arranged alphabetlfcally by
subject matter,

LOAN RESERVE TIME DEPOSIT ACREEMENT
FILIS = Documents related Lo the
placing or holding of Ceorpla lNipher
Educatfon Assistance Corgoration Loan
Rescrve funds In Time Depoait
Accounts with lending institutions.
Included are initial agreement letters,
rencwal apreement letters and corrves-
pondence regarding these agreements.
File Lg arvanped alphabotically by
lending inuatitution. ‘

PLEDGES OF STUDENT LOAN NOTES AS
COLIATERAL FOR DEPOSITS OF STATE
TUNDS FILES = Documents relatinp

to the pledging by banks of student
loan notes as collateral for deposits
cf state funds in that institution to
satisf{y state banking laws. Included
are the following forms: BSecurity
Pledgrs= Student Loan Notes, Cert{fi-
catton of Collateral-Student Loan
Notes and Noticey of Certlfication

of Student Loan Pledges, Flle 1is
arranged alphabetfcally by bank and
thercunder by date of pledge.

T e e e e e

e e ————

The Corporation aleo is the guarantor of

Disposition

Cut off files at end of each
flscal year; then hold in current
files area 2 years; then transfer
to Records Center, hold 3 years,
then destroy.

APPROVED: 03/22/73.

Cut off files at end of each
flscal year} then hold in current
files area 1 year; then transfer
to Records Center, hold ) years,
then destroy.

APPROVED: 03/22/73.

_Upon cancellation of pledges,
place all papers in the inactive

filea; then cut off inactive files
at end of each fiscal year; then
hold in current filea area 1 year;

" then transfer to Records Center,

hold 3 years; then destroy.
APPROVED: 03/22/73.
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73-58

Decuments related Lo Contract: botyeed
Coorpla Mpher Educatlon Assistance
Corporat fon amd Lidlvidoal Tending
Lttt tons which speelfies the
tevoe:, condlttonn and apreements under
which the Corperation will guarantee
repavment of stuwdent loans to leonding
I titutions in the handling of all
transactions required by Lthe Tederat
government {n the student loan program,
Included are form GHEAC-4, Federal
Intuereat Pavment Apency Apreement and
Form GUEAC-5, Guaranty Loan Agreement.
File Is arranpged nlphnbetlcally by
lending [nstltution,

LOG OF STUDENT LOAN APPLICATIONS
RECEIVED FILES ~ Bocuments related to
the inltfal request of gstudents for .
approval of a loan puariantee by
Ceoryla lHgher Educattion Asuistance
Corporation, Included are loan
application log sheets which st
cach request as received., File is
atranged by date recelved,

GUARANTEED STUDENT LOAN DATA FLILE -
Documents related to the proccusing

" of student loans guarantced and dis-

burscd, status changes and data
changes. Included are the following:
GHEAC-1, Student Application for Loan
Guarantee, GHEAC-10, Student lLoan
Disbursement Reports, GHEAC-11, Student
Loan Change of Status Reports and GHEAC
Chanpe of Name/Address/Date form, File
its arrvanged by batch number.

NOTICE OF 1LOAN GUARANTEL FiLES -
Documents of a legal nature thal binds
the Ceorgla Higher Education Assistance
Corporation to pay off the student loan
Account halance to the orlginal lending
ingtitution {f the student falls to
complcete his obligation to repay the
loan(s), 1tncluded ls topy of form
GHEAC=3, Notice of Loan Guaruntce, File
is arranged by date processed and there~
under by batch number.

Mnrch 1, 197)

SCHOLARSHEE COMMESSTON
slatanee Corporatlon Divinlon

Dinponition oo

Upon repaymreat of all outntanding i
tovans and termination of apreement, U
piace all papers in the fnactive !
file; then cut off thr {nsctive

file at the end of each fincal year;
then tetire to State Archives.

APPROVED: 03/22/73. i

Cut off filem at end of each fiscal
year, then hold in current files
area 6 months; then destroy.

APPROVED: 03/22/73.

Cut off flles at end of each fiscal
year} then hold in current files
area 15 months; then transfer to
Records Center, Hold 20 years;

then destroy.

APPROVED: 3/2/72

Cut off files at end of each fiscal
year; then hold in current files
area 1 year; then transfer to
Records Center, hold 3 years; then

degtroy.
APPROVEDY 2/1/73

Amirds D724 - /,/;f:a/, 5/.1/71
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March 1, 1973

STAVE SCROLARGHEEY CoMMEsSTON
Coorpla Hiphor Fdeat fon A batanee Copporatlion bivinton

4\)‘|‘1 .
Now . 1‘_(‘\_‘{!‘_1'_'[‘\1»'U_ll

ﬂZEBWZZZ/ SLPBINT TOAN IHETORTCAL FOSTED

TEANSACUVONS REPORT 1ILES -
Micrat behe (COMY docimenta recordiag,
the posting of V%t Indlividaal Craps-
action: to fndlvidual student s
accouts, Tnchnded arer posting of
di burdements, prepayments,  ad jaat -
ments and dates fnstabiment pavments

} made.  File Is avranged by tender
code number and thercunder by student's
soclal scenrlty number,

+

STUDENT LOAN SEMU-ANNUAL INSTALLMENT
34 REPAYHENTS REPORT FILE - Documents
Cuded by lending Instltutions for
. reporting the number of installment
pavments made by students during the
six month perlod covered. From this
. tnformation CHEAC calculates the amount

of 3% installment interest and speclal
allwance that {is due to the lender.
Tnctuded are the completed reports
returned by lending {nstitutions.
Fil is arrangced hy dates period
covers, thereunder by lender code
nurher, ‘

- FEDERAL INTEREST BILLING FILES -

ﬂt?i/ Documents related to the billing for
federatl Interest due on student loans
made by partlcipating lending ingtitu-
tions and puarantecd by the Georgia
Higher Education Assistance Corporation.
Included is OE Form 1166, Lender's
Request for Payment of Interest on
Student Loans. Flle is arranged by
date billing perlod ends, thercunder
by lender code numbet.

Dinponitinn

Copy A1 =~ Mapter Whiite Copy
Cut off filen at end of Tigcal
year; then hold in current filen
arca 1 yeary then trannfer to
Records Center; hold 3 years;
then destroy.

no longer nceded for reference;
then deatroy.
Copy #3
lHold in current files area until
no longer needed for reference;
, thaen destroy.
APPROVED: 03/22/73.
Cut off files at end of fiscal
year} hold in current files area
1 year; then trangfer to Records
Center; hold 14 years; then destroy.

APPROVED: 03/22/73.

Cut off files at end of each fidcal

" year} then hold in current files

area 1 year} then transfer to
Recotrds Center; hold 20 years, then
destroy.

- APPROVED: 03/22/73.
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March 1, 1973

STATE SCHOLARSUIY ContIssToN

Georpla Mpher Edoacatfon Aqainlanee

ih ey lpi len

STUDENT 1oAY I'\HII\IL\I PAYMENT 1YHLES =
Poctiment s velated Lo the pavimenl ol
Tatetest doe to Tendbnp Pl Tt fonn
participatag in the Georpla GCiraran~
teod Student Loan Propram.  Inceluded
are paper copy compater printonts of
cortatn dvpea of Ioterest payment
and mlt!nflnhc ((OM) of other types
of Intetdst pavment detal ting the
type of Intercest pald. Flle is
arvangped by type of fnterest patd,
thercunder by date Interest s paid,
thereunder by lender code number,

i

COMPUTER INPUT DOCUMENTS FILES -
Documents relating to Information
puL into computer storage [{lcs on
defaults, state interest, manual
Intercst check adjustments, refunds,
voided checks, etc. Included are
the forms used to transmit the
nccessary Information into the
computer ffles, Flles are arranged
alphabetically by type of input
document thercunder by batch:number.

STATE INTEREST ACCOUNT RECORDS FILES -

Documents related to the obligation
to repay, and the cash repayment of,

state Interest pald by Georgla Higher

Education Assistance Corpbration on
behalf of students white they wore

in school ot In the grace perlod
allowed afterward. Included are
coples of loan applicatlions, notes,
collection letters, tepayment history
card and various other reports as may
be nceded., File is arranged in
alphabetical order by student,

— .
———

—— e e — e - -
o

Corporalion Diviaion

Disposition

Paper Copy - Cut off filen at end

of each Fineal yeary then hold in

~eurrent filen arcn 1 yenar; then
tranafer to Rccorda Center, hold
20 years; then destroy.

Microflche Master Copy - Cut off
fllca at end of ecach flscal year;
hold in current filen arca 1 year;
then transfer to Records Center,
hold 20 years; then destroy.

Microfiche Copy ##1 -~ Cut off files
at end of each fiscal year; then
hold in current files area 6
months; then destroy.

Microfiche Copy f2 -~ Cut off files
at end of each fiscal year, then
hold in current files area 6
months; then destroy.

éﬁ{“ﬁ¥%nf192£2§é72nd of fiscal

year; then hold in current files
area 1 year; then destroy,.

APPROVED: 03/22/73.

Upon trepayment in full or when
classified as uncollectible (because
of death, disability, or bankruptcy),
place all papers in inactive files,
cut off at end of fiscal year; then
hold in current files area until
state audit is completed; then trans~
fetr to Records Center; hold 3 years,
then destroy,

APPROVED: 03/22/73.

T — —_————
. T ——
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- Reeendls Reteot ton ::i'hl‘il"ll“

SUANTL SCHOLARSIELE O Feeld

_.v._._....._....__
’ '
.

qg'/ﬁ’fsr.\n: INFEREST ACCOUNTING REPORTS

) T = Documenta related Lo the

« recording of Indlvldoal teansact lonn

te state Interest acceomta,  toelwled
arve the following:  Tranaact ton edit

and batance Visting, posting Jonrmals,
state Interest teansfer Histing, trial
batanee and hitsterieal transactions
reports. File ts arreanpged by type

of report, theremnder by date of report.

ﬂ'l'.\'?li INTEREST INFORMATIONAL REPORTS
fjﬁafj FT1LE = Documents related to the
swmarizing of varfous Lypes of
statisticatl data reparding state
Interest student accounts. . Included
_ are the student alphabetle Usting,
~ - collections and past due reports, cte,
Fllc is arranged by type of report,
thereunder by date of report, '

STUDENT LOAN DEFAULT CALCULATION OF
PAYOFF FILES = Documenta relating to
the calculntion of the balance duc on
stulent defaulted loan accounts sub-
mitted to Georgla Higher Educattion
Anrxtatance Corporation for payment,
Included are student default analysis
gheets and calculation work sheets.
File 1s arranpe by month, thercunder
alphabetically by student,

75

F11.). - bocuments related to the loan
approval, disbursement of funds,
status ol students, repayment history
default data and collectlons history
individual student loan accounts

C : 53 of
ﬁ\\%l that have defaulted on thelr loan

7?’/?0 STUDENT LOAN DEFAULT ACCOUNT RECORDS

obligation. Included are toan appli-
cat lons, Promisasory Notes, Tnstall-
ment Notes, NotiTicatton of Defanlt
farm:, bDefault Caleulatton Datna Tormy,
copiea of collection letters, history
record enrd, proofy of clalm for
bankruptcy, death certiflcates and
various other {nformatlonal reports
regarding the account.
alphabetlically by student.

file iy atranged

- . Georpta Hpher tdacat ton A cilatanee Garporatfon Dhvlalon
Appl.
Ne. Deseript Ton Meponition

Y Gut off filea at cnd of fineat

yoar) then hold in crirrent files
arca 1 year; then trannfer to
Recotds Center, hold 2 yeare; then

- deatroy.

APPROVED: 03/22/73.

Destroy when updated or no longer
needed for reference.

APPROVED: 03/22/73.

Cut off files at end of fiscal
year{ then hold in current files
area 1 year} then transfer to
Records Center, hold 3 yesrs then
destroy,

APPROVED: 03/22/73,

Upon repayment in full or when
classified as uncollectible (because
of death, disability or bankruptcy),
place all papers in the inactive
files., Cut off inactive files at

end of fiscal year; then hold in
current files area until state audit
is completed; then transfer to Recordi
Center, hold 3 years; then destroy.

APPROVED: 03/22/73.

L
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. SPATE SCHOLARSHEE CoMBIESSTON

Coorpla Hipgher Bducat ton Aoclatanee Corporation Dlvinion

!‘}"‘;- (j_r_I ption

STURENT LOAN DEFAULT ACCOUNTING
RUPORTS FILE = Documents related
Lo the revordbag of individugd
traneact Lo Lo defanlt accounty,
tacluded are the following:
Troansactton Edie and Balaaee
11ating, Poasting Journals, State
Interest Transfers Reports, Trial
ﬂ._!'.‘l\l\(‘(‘ ad Histortcal Transactions
Reports Flle f= arranged by type

cof 11puxl, lhl!tnndtr by date of

opoart,

STEPENT LOAN DEFAULT INFORMATTONAL
RITORTS FILE = Documents related to
the summarlziag of varlous  Lypes of
statistical data reparding student

“loan default accounts. Included are

the following: Student Alphabetle
listing, monthly summary by lendet,
menthly summary by school, monthly
cixims report, loan analysis by
lender, summary annual audit report,
annual audit transaction listing,
cellections and past due reports,
etc. File 18 arranged by type of
report, thereunder by date of report.

FIDERAL RETINSURANCE CLAIM FILES -
Documents related to the billing
for federal teinsurance reimburse-
ment on default clalms pald and
for reporting of recoverles made on
those claims. Included are the
following: OF Form 1189 - Guarantee
Arrncy Request for Reimbursement
for Claims Patd, OL Form 1189-1 -
Guarantee Agency Request for Relm-
bursement Under Apreement for Federal
Reinqurance, OE Form 1189-2 - Guarantee
Apency Report of Recoveries on Claims
Paid Undet Federal Reinsurance, and
ot Form 1189-3 - Guarantee Agpcncy
Request for Reimbursement on Death
and Disability. File is arrlnged
by month.

Disponition

. Cut off fllen at end of fimcal

yoar; then hold in current files
arca 1 year; then tranafer to
Records Centet, hold 2 years,

- then destroy,

APPROVED: 03/22/73.

Amendad ' YD/ BCG .

Destroy when updated or no longer
needed for reference,

APPROVED: 03/22/73.

Cut off files at end of each fiscal
year; then hold in current files
area 1 year; then transfer to
Recorda Center, hold 3 years, then
deatroy.

APPROVED: 03/22/73.
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STATE SCHOLARSHTE o S5 ON
Coorpla Hpher Edueatton Aqcistaner Goporation Divinton

'\1\3\]. . ‘
Neo . Peseriptton , Disponition
’}3../? TINDUR CORRVSIONDENCE PlLES - _© Cut off files ot end of cach fincal
/ {3;_-.'1||v1.‘\||l‘_-; (‘1",2‘1\.}[(‘(! ot recefved by . ycar, then hold in current files
Coovpla Mpher Fdueot ton Assiatance arca 6 montho; then deatroy.

Corpovatlon related Lo quenst Tong
and/or probiems ot Fendtng Inctltat fona
regarding processing of student loans,
frctattwent notes, defaults, Interest
pald, pledping of student loans an
collateral, ete.  Tneluded are
correspotdence, Torm lettors, memo-
vanda, cte. Flle Us arranped alpha-
betically by lending Institution,

APPROVED: 03/22/73.
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’ ~ i STATE SCHOLARLIIE coipiishtoN
Admintatyat Tve Dlvisfon

The Adotndstrative Mulslon provides peneral support pervices to the Department
{n the arcas of perconnel, Cratilag, record: mamagement, safety, workmin'n
correnatben, svatems Informatfon, aceomt Top, hwdgeting, purchaning, adminta-
tratfve cupport services and p!‘upét’ly contrat, o

Ne. Deserdption - Disposition
frgflf ADUINTS FRAVTON DIVISTON SUNIECT Cut off at end of each fiscal
: FILTS = Dovuments relating to yeary then hold in current files
fund t tonal arcas of personneld aren 2 years} then retire to .
oftice; tratnting, records management State Archivesn, 4
acoonunt fngy budpeting aed poarchasing. APPROVED: 03/22/73. 3
Inc luded are correspondence; memo-
randa; forms; pamphlets; lepal docu-
ments necessacy po establish polley
and procedures Tor the ndministration '
of the Department, File is arranged
. alphabetically by subject matter.
' ss
‘ i



